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ENROLLMENT

Before you enroll in E-Filing you should check your browser requirements by clicking on Check your
Browser Requirements in the menu on the left of the screen. There is no charge for enrollment.

In the address bar, type http://www.jud.state.ct.us/
Click on E-Services in the left menu
Click on Enroll > button; the E-Services Enrollment screen will appear

Note: All required data is indicated by red asterisks.

fate of Connecticut ST

E-Services Enrollment

Procedures and
Technical
Standards Please check yvour browser and review

our Privacy Palicy before proceeding.

* Required Data

* Juris Mumber: ||

* E-Mail Address: |

* Office Phone: | 10 digits ex: BB0S551234
Extension: | up to & digits ex: 12345
Fax Mumber: | 10 digits ex: 8605551234

* Date of Birth: | (MIDSYY) except for firms)

If you forget vour passward, we'll verify your identity by
asking you this question:

Commenis?

* Secret Question: | j

* Answer: | up to 15 letters

Attorneys: Please note that your password will be mailed to you at your last
registered address. If your address has changed since your last attarney
registration, you must notify the Statewide Grievance Committee of your news
address, by non-electronic means, before you can enroll.

Click in each field and fill in the necessary information
Be sure to Print the E-Services Enrollment screen for your records
Click on the ENROLL button at the bottom of the page

Note: Your password will be mailed to you by U.S. Mail within seven days at the address that
you have on file with the Statewide Grievance Committee.
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E-FILING A NEwW CASE

Civil E-Filing has been developed to enable electronic filing of civil documents with the State of
Connecticut Judicial Branch. Currently the filings are limited to certain Case Types (T02, T03, T11,

T12 and VO5).

Initiate a New Case

Before you begin electronic filing, you should prepare the Summons and Complaint and have it

served on the appropriate party.

1. Go to http://www.jud.state.ct.us/

2. Click on E-Services in the menu on the left of the screen

3. Click on Log-in at the bottom of the gray menu; a Security Alert will appear

Security Alert

rio Y'ou are about bo view pages over a $eCLUre conneckion,

X

e e
Ay information you exchange with thiz site cannot be
wviewed by anpone elze on the Web.
[ Inthe future, do not shaw this waming
4 More Info |
4. Click OK

5. Enter the juris number and password

Note: The Juris # that you enter will determine the cases that you can access from your
location for e-filing or document searches. Use a firm juris number and password to access
the site look at files, but you must use your individual Juris # to sign and certify documents in
order to comply with the P.B. Sec. 4-4. If you forget the password, click on Problems for help.

New to E-Services?

In order to log in,
you'll need to be enrolled.

Enrollment is free.

Enroll =

or

Already Enrolled? Log in:
Juris Number:

I—
\fgri Hi;__rrn J

Passwori:
I— «  "SECURE SITE
OF COMHECTICUT

Lng! Froblems?

6. Click the Login! Button
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E-FILING A NEW CASE (CONTINUED)

7. Click on Civil EFiling in the blue menu bar in the left of the screen

8. Click on defined below to verify that your case may be e-filed

9. Click on the Back button in the bottom-left of the page to return to the Civil E-Filing site

10. Click on E-file A New Case from the menu on the left; a basic summons information form will
appear (shown below)

Basic Summons Information

. Towhich Judicial District and town is this I j
case returnable?

. What is the Return Date for this case? I 4
(MDD YY)

* What is the Case Type for this case? | j

* What is the monetary demand for this case? | j

. Are you claiming other relief in addition to or
in lieu of money ar damages?

. WWhat is the JURIS # of the Law Firm ar I—
Attorney appearing for the Plaintiff{s)?

., What iz the Telephone #for the appearing I
Law Firm or Attorneyy (¥xs-xxs-xxxx)

" Yes & o

* How many plaintifis in this case? |1 *I
* How many defendants in this case? |1 'I
* How many counts in the complaint? |1 'I
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E-FILING A NEW CASE (CONTINUED)

Enter Basic Summons Information

1. Under Basic Summons Information, click the drop-down arrow to select the Judicial District
and Town

Note: You may use the Tab button on your keyboard to move from one field to the next one.

2. Click on the Calendar icon to the right of the ]
field to select the return date

Note: Click on the month in the upper-right
corner of the calendar to view succeeding Select Case Return Date
months . .

3. Click on the Date desired

Sun Mon Tue Wed Thu Fri Sa
7

|}
9%}
s

4. Click the drop-down arrow to select the Case 1 5 || & ‘
Type N — I —

|| SR - E
20 2

15 16 17 12 19

TOZ - Defective Premises - Private - Snow or lce
TO3 - Defective Premises - Private - Other

T11 - Defective Premises - Public - Snow or lce ==
T12 - Defective Premises - Public - Other
|05 - MY - Property Darmage Only 2 0 | 21

A 23 | 24 | 22 || 26 || 27 || EE

Note: Although more case types will be added,
as of July 1, 2004, the only available types are found in the drop down list.

5. Click the drop-down arrow to select the monetary demand
6. Click in the appropriate circle to respond to the query regarding other relief sought

7. Enter the appropriate JURIS # in the field

Note: This JURIS # must be the same as the login JURIS # in order to successfully complete
the filing process.

8. Enter the telephone number in the field as numbers separated by dashes ONLY
9. Click the drop-down arrow to select the number of plaintiffs

10. Click the drop-down arrow to select the number of defendants
Note: You may file a case on behalf of up to 48 plaintiffs and/or against 48 defendants.
11. Click the drop-down arrow to select the number of counts in the complaint

Note: You may file a complaint containing up to 99 counts.
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E-FILING A NEW CASE (CONTINUED)

Enter First Named Plaintiff and First Named Defendant

1. Click the drop-down arrow to identify the status of the First Named Plaintiff (i.e., Person,
Company, Government Agency or Entity)

Note: Make certain that the correct option has been chosen and the information has been
entered in the correct space. The system will not correct any mistakes made by human error
(e.g., an individual’s name in the corporation/organization field).

2. If the First Named Plaintiff is a person, enter the Last Name in the Last Name field
3. Enter the First Name in the First Name field
4. Enter the Middle Initial (if any) in the Middle Initial field (MI)

5. If the First Named Plaintiff is a Corporation or Government Agency or Entity, enter the name of
the corporation, government agency or entity

Note: When entering the name of a corporation, you may not enter the name beginning with a
numeric character. Enter “Twenty-five Spring Street Co.” not “25 Spring Street Co.” If you do
enter numbers, the system will indicate that INVALID DATA has been entered. For a city or
town, enter “Hartford, City of” not “City of Hartford.” You must enter the correct data to
continue.

6. Click the drop-down arrow to identify the status of the First Named Defendant

7. If the First Named Defendant is a person, enter the Last Name in the Last Name field
8. Enter the First Name in the First Name field

9. Enter the Middle Initial (if any) in the Middle Initial field (MI)

10. If the First Named Defendant is a Corporation or Government Agency or Entity, enter the
name of the corporation, government agency or entity

The system now requires you to attach the Summons and Complaint to the filing that you are creating.
These documents must be in PDF format, a file format that retains the way a document appears
regardless of the software that was used to create the file. For some information on PDF creation,
visit the Judicial Branch website. Click on E-Service; then on e-filing Information. Then choose How
to e-file From Your Office.

11. Click on the Browse button to the right of the field to locate the Summons (JDCVO01) file

Supporting Documents

“wWWhat is the File Mame far the Summaons for this case?(JDCYOT)

| _I Browse... il
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E-FILING A NEW CASE (CONTINUED)

12. Click the down-arrow to choose the location in which the Summons file is stored

Choose file 7| x|
Look ir: I |7 Lohan Case - ¥ Ed-
Ethan fns and Special Def
'@than Clairn For Jury
'@than Complaint
LS8 L ohan Offer of Jud
[@: '@than Reply
'@than Request Ext of Time
Dresktop TLohan Request Rev
'@than Return
. '@than Revised Complaint Click to select the document
| ohan surmmons you wish to attach. Make sure
by Documents - e — that you have selected the
TLohan withdras CORRECT document.
My Computer
File name: ILDI"I-EII"I Summonz j Open
Files of bype; | 441 Files [ | Cancel
p

13. Click once to select the file and click the Open button; the file will appear in the box under
Summons for this case (shown below)

Supporting Documents

“WWhat i the File Mame for the Summons for this case?(JDCYDT)
|C:HL|:|han Caseilohan Summons. pdf

Browse... |

14. Click on the Browse button to the right of the field to locate the Complaint file

15. Click the down-arrow to choose the location in which the Complaint file is stored

16. Click once to select the file and click the Open button; the file will appear in the box under
Complaint for this case (shown below)

*WWhat iz the File Mame far the Complaint for this case?

ChlLohan Caseilohan Complaint. pdf

Browse. .. |
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E-FILING A NEW CASE (CONTINUED)

17. Click on the Browse button to the right of the field to locate the Return of Service file
18. Click the down-arrow to choose the location in which the Return of Service file is stored

19. Click once to select the file and click the Open button; the file will appear in the box under
Return of Service for this case (shown below)

Wihat is the File Mame for the Return of Service for this case?

C\Lohan CasetLohan Return, pdf Browse... |

Note: Although the system requires you to attach the Summons and Complaint, it will allow
you to initiate a case without attaching a Return of Service. The Return of Service may be e-
filed via scanning, filed via U.S. Mail, or hand delivered. Be certain to include on the Return of
Service the docket number, including the three-letter location code, which you will receive
upon successful completion of E-Filing the case.

20. Click the Continue button at the bottom of the page; allow the system time to upload your
documents

Note: The Problems/Questions? button will take you to a site that provides some technical
information in the event that you are experiencing any problems.

21. If you listed more than one plaintiff or defendant, you will see a screen that asks you to fill in
fields with additional information about these parties

* How many plaintiffs in this case? IE *I
* How many defendants in this case? |1 'I

Additional Plaintiffs

Fit. 2 :|5 the Party a Person, Corporation, Government Agency or Entity?

| [

If a Person, what is the Party's name?
Last Name First Name MI (optional)

If & Caorporation or Government, what is the Plaintiffts's name?

22. Click the drop-down arrow to identify the status of the additional parties

23. Click in each field and fill in the requested information
24. Click Continue at the bottom of the page to go to the verify data and documents page

25. Verify that you have selected the correct documents by scrolling in each window

Note: There is a toolbar at the top of each window as well as the scroll bar on each window.

Judicial Branch, State of Connecticut 8



E-FILING A NEW CASE (CONTINUED)

26. Review the summary information as well as the documents that you have attached

Case Caption: Lohan,Christine ET AL v, Shaw's Supermarkets
Return Date: DCT-19-2004

Appearing Juris # & Name: 422723 - CALY| ASSOCIATES

Case Type: T12 - Defective Premises - Public - Other
Monetary Demand: Greater than 514 999

# of Plaintiffs: 2

Note: Each document that you are filing appears in a separate window. Be sure to review all
information for accuracy here. To view the entire document, click on View All Pages at the top
of each window. Once you click Continue, you cannot return to this screen.

Please verify the documents below before filing:
Summons (JDCV01) View All Pages

AS|Ew-|#&BORE|N « » M| d|[mR-|T-B

JE‘BT% v@|B@|%*

. ETATE OF CONNECTICUT H
Mgﬂfnnﬂﬂum SUPERIOR GOURT W o
c.n;;-; ;f‘ha‘mr. 51340, 57-380, 248, W Jud.5tate.cLus dﬂnanni. erclusiye of indaresl g
Gi-88, 52258, PA. Becs 31 Biu 32, B OIS i
INSTRUCTIONS
Complaint Yiew All Pages
B& 2 d#gB0nmE|da» M|es |[mR - TS

‘E‘B?% -@|D@|%v

RETURN DATE: OCTOBER 12, 2004 SUPERIOR COURT

i Bookmarks

CHRISTINE LOHAMN J. 0. FAIRFIELD

o]
= W, AT BRIDS ]
| = Click the down-arrow to move
E SHAW'S SUPERMARKETS SEFTEMB| through the document.
=
COMPLAINT
1. The defendant, is and was at tha time hareinafier mentioned a corporation l

organized and existing under the laws of the State of Connecticut and
M 4] 10f4 » M Ga3x1lin O = 8 4] 2

27. Click Change Information at the bottom of the screen if you wish to make any changes

Continue “ Change Information | Cancel |
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E-FILING A NEW CASE (CONTINUED)

Note: DO NOT click the Back button on your browser or the Cancel button to return to the
previous page. Clicking either button will clear the data that you have created. Use ONLY the
Change Information button if you must return to the prior screen to change a document.

28. If all information is correct, click in the box under Certification

B

Cerification:

| hereby certify that the attached document is a true copy of the signed document that was
served in accaordance with the Cannecticut General Statutes.

My Juris # is: I

Continue | Change Information Cancel

29. Enter your individual juris number in the field provided

Note: The juris number cannot be a firm number. It must be an individual juris number to
comply with P.B. Sec. 4—4 which provides for an electronic signature.

30. Click the Continue button to move to the payment screen

Judicial Branch, State of Connecticut 10




E-FILING A NEW CASE (CONTINUED)

Process a Payment

1. Click in the box beneath Process Payment? on the left of the screen

Process

Documents Summary Fee Amount Payment?

Lohan, Christine v. Shaw's Supermarket
Summons $225.00

Filing Fee Owed: $225.00
Total Amount: $225

FProceed to Payment Return To E-Filing Menu |

Note: This feature allows you to process payment only on those items you intend to submit at
this time. If you wish to file additional items, you may click on the Return To E-Filing Menu.
Your case will remain in your shopping cart so that you can process payment on all files at the
same time. If you try to log out before paying for the items in My Shopping Cart, a warning
will appear. If you do not process payment before 4:00 AM or before you log out, those
files will be purged.

2. Click in the Proceed to Payment box at the bottom of the screen
3. Fillin the required fields for the credit card type, number, and expiration date
Note: The Judicial Branch does not capture your credit card number in its database.

Therefore, each time you file a complaint or a pleading that requires payment, you will have to
reenter this information.

Please select payvmment method:

Please be advised yvowr filing is not processed until pavment 1s made

= NMaster Card B eccount Mumber: |5555 555 5555 4444

T VISA Ezpiration Date: IEIEIEIE LT T

Total Fee Amount: $225.00

Judicial Branch, State of Connecticut 11



E-FILING A NEW CASE (CONTINUED)

4. Fill in the address information under Please enter Credit Card billing Address

Please enter Credit Card billing address.

Click on the button below to submit your
Street Address |225 Spring Street coutt filing(s) and charge your account.

Zip & 109

Process Payment Fefund Policy

Iy Zhopping Cart Eeturn To E-Filing henn without
processing this payment

5. Click on the Process Payment button; a confirmation screen will appear

Note: The confirmation screen will contain the number for this transaction as well as a
summary of information about this case, including the docket number. You must print this
screen or save it electronically for your records. THIS WILL BE YOUR ONLY OPPORTUNITY
TO PRINT THIS INFORMATION. If you do not print or save it at this point, you will not have
the opportunity to do so at any other time. The payment confirmation number will appear in
the display of My E-Filed Iltems for five days after the filing of the documents.

Print Back to E-Filing Menu Logout

Confirmation of E-Filing

: : . Payment Services
If you have guestions regarding this payment, please oy WeriSigr
: ¥
contact our I_-Ielp Desk at 860-282-6555, or email VeriSign 1= movted, processed, and secaed
eservices@jud.state_ctus. Your paymant infemation. Aors infmation
sbout VeriSien

Master Card Transaction Total: $225.00

Document Summary

Confirmation Number: VB3ING62191176

Docket Mumber: FET-CV-04-6000004-5

Case Mame: Lohan, Christine V. Shaw’s Supermarkets

Type of Transaction: E-File New Case

Fee Amount: $225.00

Date Filed: AUG-27-2004

Filed By: 422728 CALVI ASSOCIATES
Summons

Documents Filed: Complaint
Return of Service

Date and Time of Transaction: AUG-27-2004 03:06:42 PM

Click on the Back to E-Filing Menu button to begin another filing

Judicial Branch, State of Connecticut 12



E-FILING AN APPEARANCE

E-File an Appearance

1. Go to http://www.jud.state.ct.us/

2. Click on E-Services in the menu on the left of the screen

3. Select Log-in in the blue menu that appears; a Security Alert will appear

Security Alert 5'

r.'ﬁ “Yiou are about to view pages over a secure connechion.
]

A infarmation pou exchange with thiz site cannot be
viewed by anpone else an the Web,

[ In the future, do not show thiz warning

4 Morelnfo |

4. Click OK

5. Enter the juris number and password

New to E-Services? or Already Enrolled? Log in:

In order ta lag in, Juris Number:

yau'll need to be enrolled. I vg
Password: et

Enrollment is free. w  "SECURE SITE

0OF COMHECTICUT

Enrall = Lagin!

Froblems?

Note: The Juris # that you enter will determine the cases that you can access from your
location for e-filing or for document searches. You may use a firm juris number and password
to look at files or access the site, but you must use your individual Juris # to file documents in
order to comply with the P.B. Sec. 4-4. If you forget the password, click on Problems for help.

6. Under E-File A Motion/Document, click on Party Search

Note: If you know the docket number of your case including the location code, you may use
the Select Case option.

Judicial Branch, State of Connecticut 13



E-FILING AN APPEARANCE (CONTINUED)

7. Type the Party Name in the Civil E-Filing Disclsimer
Party Name box

Note: The name of either PARTY NAME SEARCH FOR CIVIL & FAMILY CASES
the Plaintiff or the Defendant

or the first three letters of

either name will be enough Party Name (Last, First) : [shaw's Hints
to generate a list of cases. L T I‘E"” j
8. Click on the Docket Sort Order : IName j
Number of the case that I__,
Appearance from the drop-

down arrow to get to the

appearance screen
10. Click GO

Note: Until you have filed an appearance this is the only option that will be available to you in
this drop-down box. A message will appear on the screen below stating that the logged in juris
number has not filed an appearance in the file.

Case Detail

” N
Select Desired Case Activity: E‘F”E An Appearance 'I ‘)
o’

Logged In: Juris ID#% 423079 Data Updated as of: 8/19/2004

View Document List.. |

Plaintiff Name v. Defendant Name

LOHAN,CHRISTINE  v. SHAW'S SUPERMARKETS

Docket Number: FET-CV-04-6000003-5 5 Court Location: Bridgeport
File Date: Aug 16 2004 Return Date: Oct 12 2004
* Last Action Date: Aug 19 2004 ADR Status: Mot Applicable

Case Type: TORT,OTHER - DEFECTIVE PREMISES - PRIVATE - OTHER

Judicial Branch, State of Connecticut 14



E-FILING AN APPEARANCE (CONTINUED)

11. Click in the box next to the name of the specific party for whom you are appearing or select All
Plaintiffs or Defendants

Note: If you are e-filing an appearance for multiple parties but are not representing all parties,
you must click in the box next to each name.

Check the box next to the name of the party or parties for whom your appearance is being entered. Or
select all plaintiffs or defendants.

I Select All Plaintiffs Select All Defendants
Plaintiff Parties: Appearance Status:
" 01 CHRISTINE LOHAN Attorney

Defendant Parties:
50 SHAW'S SUPERMARKETS
I Is this an in lieu of appearance of attorney or firm or pro se party already on file?

I |5 this an appearance in addition to an appearance already on file?

Please provide the following information for the contact person for this file. The court may use this
infarmation when attempting to contact the parties in this case.

Telephone: I Fax: I
(FOOE00-2000) (FOOE00-2000)
*Required

E-Mail Address: I

Confirm your individual JURIS # here: |

Select a Different Case Cancel

12. Click in the Telephone Number field and type the correct phone number

13. Confirm your individual JURIS # which is your electronic signature on this appearance.

14. Click the Continue button to go to the display of appearance form screen
Note: You may also click on the Select a Different Case or the Cancel button

15. After you have reviewed the fillable form for accuracy, you may use the Print button in the
document window to print out a copy to send to opposing counsel.

Note: You did not create this document because it is a system populated form Therefore, you
will need to print or save a copy for your own records.

Please verify the Appearance document below before filing:

- B Saveaﬂnpyl i F'rintI{h_‘ B0 T seectText - [
@ - ] |:||E]EJF54% - @I M

Se=d

APPEARANCE WOTICE TD BRO SE PARTIES STATE OF COMNECTICUT
JD-CL-12 Foire, 203 r
Pr Bt 4531 a2t 3.8 A pro 58 PArTy 15 @ parson who represants himsef or hersall s your  SUPERIOR COURT

responsibiity m inform the Clerk's OMce IF you have a change of adorass. {.-1.'.-1.1.'__f|_||:l' safe ol us

Judicial Branch, State of Connecticut 15



E-FILING AN APPEARANCE (CONTINUED)

16. Click the E-File this Appearance button to move to the Confirmation screen

17.

You have successfully e-filed!

Instructions: Additional information about this tranzaction iz provided below. Pleaze click the "Print” button to print a
copy of thiz Confirmation. Then, click the "Back to E-Filing Menu” button if vou wizh to do additional e-filing or "Logout™ if
vou are done e-filing.

Mote: ou may e-file additional documentz on thiz caze az of the next buzinesz day.

Print | Back to E-Filing Menu | Logout |
Confirmation of E-Filing

Docket Number: FBT-CV-04-6000003-5

Case Name: LOHAMN, CHRISTIME v. SHAW'S SUPERMARKETS
Type of Transaction: Appearance

Date Filed: Sep 21 2004

Appearance by: 101751 ALICE E HARRINGTON

Appearance for this Party(ies

Party # Party Name

50 SHAWS SUPERMARKETS
Document Filed: JO-CL-12 Appearance
Date and Time of Transaction: Sep 21 2004 3:21:20 PM

Note: This is the ONLY opportunity you have to get a copy of the confirmation screen. You
must print this screen or save it electronically for your file.

Click on the Docket Number in order to view the document that you have just filed as well as
all other documents in this file.

Judicial Branch, State of Connecticut 16



E-FILING A PLEADING/MOTION WITH A PREPARED PDF DOCUMENT

1. Go to http://www.jud.state.ct.us/
2. Click on E-Services in the menu on the left of the screen

3. Select Log-in in the blue menu that appears; a Security Alert will appear

rio ‘fou are about to view pages over a gecure connection,

a0 _
Ay information you exchange with this site cannot be
viewed by anyone elze on the Web.

[ In the future, do not show this warning

4 More Info |

4. Click the OK button

5. Enter the juris number and password

New to E-Services? or Already Enrolled? Log in:
In order ta lag in, Juris Number:
yau'll need to be enrolled. I
: Password: w.érib-i.i;_gr
Enrallment is free. —— ™ SaECURE SITE

0OF COMMECTICUT

Enrall = Logint | rroblemes

Note: The system will bring up cases attached to the juris number that you enter here. If the
case has been filed under the law firm’s juris number, be sure you have logged in under that
number.

6. Click the Login! button

7. Under E-File A Motion/Document, click on List My Cases

Note: You may also locate a case by choosing Select Case and filling in the requested fields
with the location, category, year, and docket number or by means of a Party Search by filling
in the name of either the plaintiff or defendant. The name of either the Plaintiff or the
Defendant or the first three letters of either name will be enough to generate a list of cases.

8. The system will automatically populate the Juris Number field with the logged in juris number;
you cannot change this number

Note: If you would like to narrow your search further, you may also fill in the Category,
Location, and Order By fields.

9. Click the Search button

Note: If you would like to clear your search, you may click on the Clear button.
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E-FILING A PLEADING/MOTION WITH A PREPARED PDF DOCUMENT (CONTINUED)

10. Click on the Docket Number of the case that you wish to select

Case List for TEST HARRINGTON & MASTRONY PC as of 8/19/2004 .

C 04 GO0 ] - BROWI JULIE V. GEORGE JOHIM Middlatown
() CV 04 G000 3-8 LOHAN CHRISTINE V. SHAW™S SUPERMAREKETS Brideeport
Cv CV_04 G000 2 -5 LYOMNE ANDREW V. DONNER_ MATTHEW Middletown
Y CV_04 60000015 LIASTERS EDWGAR V. MATLOCE LUCTNDA Hartford
Cv CV-04- 600000 1-3 STEVENS JOANNE V. SHAW'S SUPERMARKET Wew Britain
cY CV_04_G0000:01 -5 WATERE ERIMN V. BREANFORD WNew Haven

11. The Case Detail screen will appear. To view the document list, judicial notices, or the
complete appearances for your file, click on the gray View the Document List button or the
View the Appearances button that appears on the left of your screen above each of the areas

12. Click the drop-down arrow to the right of the Select Desired Case Activity at the top of the
screen

Case Detail

Select Desired Case Activity: |E-File An Appearance GO

E-File An Appearance
‘E-File A Pleading Or Motion
E-File & Reclaim

Logged In: Juris ID# 422725 d as of 8192004

Note: If you have not yet filed an appearance in a case, the system will only offer you the
option of filing an appearance when you click the drop-down arrow, but once you have filed
your appearance it will show several options.

13. Click on E-File A Pleading Or Motion

14. Click the GO button or press the Enter key on your keyboard to get to the Select
Pleading/Motion/Other screen

Judicial Branch, State of Connecticut 18



E-FILING A PLEADING/MOTION WITH A PREPARED PDF DOCUMENT (CONTINUED)

15. Click on a gray button from the bar on the left to view a list of pleadings/motions in that
category

Select Pleading/Motion/Other to E-File

Click on a category to list Pleading/Motion/Other avaifable for E-Filing or enter criteria to
search for a Pleading/Motion/Other to select.

Search Criteria | Search |

Affidavits

Agreement/Stip |

Amendments |

Appeals

Note: For a more detailed listing of the pleadings/motions contained in each category or an
alternate method for locating a pleading/motion please see the e-filing Tips section at the
back of this manual.

16. Click in the circle to the left of the appropriate pleading/motion from the list that is displayed

Affidavits " AMENDED ANSWER
Agreement/Stip " AMENDED ANSWER AND COUNTERCLAIM
Amendments {" AMENDED ANSWER AND CROSS COMPLAINT
" AMEMDED ANSWER AND SPECIAL DEFENSE
Appeals

" AMENDED APPEAL

DefMonSuitfIgmt
@QM EMDED COMPLAINT

General

" AMENDED COUNTERCLAIM

Objections
[ i

" AMENDED CROSS COMPLAINT

Note: You may also locate a pleading, motion, or document by entering a word or two in the
search criteria field. For more information on the search mechanism, please see the e-filing
Tips section at the back of this manual.

17. Click the Continue button at the bottom of the page
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E-FILING A PLEADING/MOTION WITH A PREPARED PDF DOCUMENT (CONTINUED)

18. Confirm that you have selected the correct pleading/motion

Note: If necessary, you may enter additional descriptive information about this
pleading/motion in the space provided. This information will appear on the document list on the

The Pleading/Motion/Order is being filed by:

HOLLY T. SELLERS PC Juris# 422729
You have selected this case:
Docket Humber: Name of Case: Return Date:

FBT-CV-04-6000003-S LOHAN,CHRISTINE v. SHAW'S SUPERMARKETS  Oct-12-2004

Pleading/Motion/Other Being Filed

You have selected the following:
AMENDED COMPLAINT

You may add a further description of this filing in Il
the space provided:

Party Information

. Click next to each party name far which you are filing this document ar Click ‘All’ You
must click next to at least one name.

T select All

Plaintiff Parties:
[T 01 CHRISTINE LOHAN

19. Click in the box next to the party/parties for whom you are filing
20. Click the Browse button to locate the PDF document that you wish to file

Note: Certain pleadings/motions are filed by providing information that then populates the
fillable form (i.e., Reclaim, Jury Claim, Certificate of Closed Pleadings, Withdrawals). For
these pleadings/motions you will need to fill in the required fields. For other pleadings/motions
that you create (i.e., Request for Extension of Time, Amended Complaint, Motion to Dismiss),
you will need to attach a PDF file.

21. In the Choose file box, click the down-arrow to choose the location in which the document is
stored
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E-FILING A PLEADING/MOTION WITH A PREPARED PDF DOCUMENT (CONTINUED)

22. Click once on the document you wish to attach

Choose file

Look in: IE‘ Lohan Caze

ELDhan Ans and Special Def
'@Lahan Clairn For Jury
'@Luhan Complaink
@Luhan Offer of Jud
'@than Reply

'@Luhan Reguesk Ext of Time
Deskiop T Lohan Request Rev
'@Luhan Return

‘ ] Lohan Amended Complaint <

by Diocuments

o

by Cormputer

Click to select the document
you wish to attach. Make sure
that you have selected the
CORRECT document.

File narne: I Lohan Amended Complaint

j Open I

Filez of type: I.-i‘-.ll Files [*.7]

- Cancel
I

23. Click the Open button; the file will appear in the box under Upload the Document you are filing

24. Click the Continue button

Note: The next screen allows you to review the pleading/motion that you are filing. Be sure to
scroll in the window that appears in order to be certain that the document you have attached is
the correct one. To view the entire document, you must click on View All Pages at the top left
of the window. You may also print a copy of this pleading/motion to send to opposing counsel.
Be sure to use the Print button in the window to print the document, not the button on your

browser.

25. Click in the box under Certification

26. Click in the box to indicate whether or not you have filed an order with your motion

Note: The “order” box only appears if you have filed a motion. An Amended Complaint does

not have an order.

27. Fill in your individual juris number (not the firm juris number)

Judicial Branch, State of Connecticut
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E-FILING A PLEADING/MOTION WITH A PREPARED PDF DOCUMENT (CONTINUED)

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

Click the Continue button

Note: You may click on Cancel, Return to Previous Page, or Select a Different Case or
Pleading at this point instead of continuing. Do not use the Back button on your browser to
navigate through the e-filing system. Use the navigation buttons within the e-filing system.

Print the Confirmation of e-filing screen that appears for your records at this point if you are
filing a pleading that requires no payment

Note: This is the only opportunity you will have to print this page for your files. Once you click
on any one of the other buttons, this screen will disappear.

If your pleading requires payment, you will see My Shopping Cart

Click in the box to the right of each pleading you wish to pay for under Process Payment
Click Proceed to Payment

Click in the circle to the left of Visa or MasterCard

Fill in your credit card number

Fill in the expiration date for your card

Fill in the address information under Please enter Credit Card billing Address

Click on Continue

Print your Confirmation Page

Note: This screen will contain the confirmation number for the payment that you made. You
will only receive one confirmation number per transaction although each transaction will be
listed separately on this screen. If you are paying for multiple filings, you may want to print
additional copies of this page.

Click on Return to e-filing Homepage

Click on My Shopping Cart

Note: If the last document that you file in your e-filing session does not require a payment, you
will not be taken to the payment screen for any transactions. If you attempt to log out without
paying for items in My Shopping Cart, a warning will appear. You may access My Shopping
Cart from the link that appears on this warning page or by clicking on the My Shopping Cart link
in the blue menu on the E-Filing home page.

41.

42.

Click on Logout if there are no unpaid items in your shopping cart

Click on Clear your cache and follow the prompts that appear to clear out your information
from this e-filing session
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E-FILING A PLEADING/MOTION THAT IS A SYSTEM-POPULATED FORM

1. Go to http://www.jud.state.ct.us/
2. Click on E-Services in the menu on the left of the screen

3. Select Log-in in the blue menu that appears; a Security Alert will appear

rio ‘fou are about to view pages over a gecure connection,

a0 _
Ay information you exchange with this site cannot be
viewed by anyone elze on the Web.

[ In the future, do not show this warning

4 More Info |

4. Click the OK button

5. Enter the juris number and password

New to E-Services? or Already Enrolled? Log in:
In order ta lag in, Juris Number:
yau'll need to be enrolled. I
: Password: w.érib-i.i;_gr
Enrallment is free. —— ™ SaECURE SITE

0OF COMMECTICUT

Enrall = Logint | rroblemes

Note: The system will bring up cases attached to the juris number that you enter here. If the
case has been filed under the law firm’s juris number, be sure you have logged in under that
number.

6. Click the Login! button

7. Under E-File A Motion/Document, click on List My Cases

Note: You may also locate a case by choosing Select Case and filling in the requested fields
with the location, category, year, and docket number or by means of a Party Search by filling
in the name of either the plaintiff or defendant. The name of either the Plaintiff or the
Defendant or the first three letters of either name will be enough to generate a list of cases.

8. The system will automatically populate the Juris Number field with the logged in juris number;
you cannot change this number

Note: If you would like to narrow your search further, you may also fill in the Category,
Location, and Order By fields.

9. Click the Search button

Note: If you would like to clear your search you may click on the Clear button.
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E-FILING A PLEADING/MOTION THAT IS A SYSTEM-POPULATED FORM (CONTINUED)

10. Click on the Docket Number of the case that you wish to select

Case List for TEST HARRINGTON & MASTRONY PC as of 8/19/2004 .

C 04 GO0 ] - BROWI JULIE V. GEORGE JOHIM Middlatown
() CV 04 G000 3-8 LOHAN CHRISTINE V. SHAW™S SUPERMAREKETS Brideeport
Cv CV_04 G000 2 -5 LYOMNE ANDREW V. DONNER_ MATTHEW Middletown
Y CV_04 60000015 LIASTERS EDWGAR V. MATLOCE LUCTNDA Hartford
Cv CV-04- 600000 1-3 STEVENS JOANNE V. SHAW'S SUPERMARKET Wew Britain
cY CV_04_G0000:01 -5 WATERE ERIMN V. BREANFORD WNew Haven

11. The Case Detail screen will appear, to view the document list or the complete appearances
for your file, click on the gray View the Document List button or the View the Appearances
button that appear on the left of your screen above each of the areas

12. Click the drop-down arrow to the right of the Select Desired Case Activity at the top of the
screen

Case Detail

Select Desired Case Activity: |E-File An Appearance GO

E-File An Appearance
‘E-File A Pleading Or Motion
E-File & Reclaim

Logged In: Juris ID# 422725 d as of 8192004

Note: If you have not yet filed an appearance in a case, the system will only offer you the
option of filing an appearance when you click the drop-down arrow, but once you have filed
your appearance it will show several options.

13. Click on E-File A Pleading Or Motion

14. Click the GO button or press the Enter key on your keyboard to get to the Select
Pleading/Motion/Other screen

Judicial Branch, State of Connecticut 24



E-FILING A PLEADING/MOTION THAT IS A SYSTEM-POPULATED FORM (CONTINUED)

15. Click on a gray button from the bar on the left to view a list of pleadings/motions in that
category

Select Pleading/Motion/Other to E-File

Click on a category to list Pleading/Motion/Other avaifable for E-Filing or enter criteria to
search for a Pleading/Motion/Other to select.

Search Criteria | Search |

Affidavits

Agreement/Stip |

Amendments |

Appeals

Note: For a detailed listing of the pleadings/motions contained in a category or for another
method of locating a pleading/motion see the e-filing Tips section at the back of this manual.

16. Click in the circle to the left of the appropriate pleading/motion from the list that is displayed
17. Click the Continue button at the bottom of the page

18. Fill in the required information for the particular pleading/motion you are filing

This withdrawal is being filed because the dispute has been resolved by
Please check OMNE Box in this section:

I. COURT-ANNEXED ADR Il. COURT INTERVENTION

411088 I Early Intervention 411098 I Pretrial Conference

411089 I Early Neutral Evaluation 411099 I Trial Management Conference

411090 I Attorney Trial Referee 411100 I Commencement of Trial

411001 T Fact-Finding (Court Trial First witness sworn;Jury trial — trial jurors sworn)
411093 [ Arbitration lll. PRIVATE ADR

411094 I Mediation 411102 I~ Provider name: |

411095 I Special Masters IV. OTHER

411096 [ Summary Jury Trial 411103 " Discussion of Parties on Their Own

415602 I Unilateral Action of Party(ies)

Signature Required

Please provide your individual JURIS # or Pro Se ID # and your address here:

*JURIS #Pro Se 1D # |1D1T51

Address |2?1 Post Rd. Fairfield, CT 065624
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E-FILING A PLEADING/MOTION THAT IS A SYSTEM-POPULATED FORM (CONTINUED)

19. Click the Continue button to arrive at the Certification of Service screen
20. If necessary, add or change the Address of Service in the fields provided
21. Complete Other Service Information if needed

HOLLY T. SELLERS PC JURIS # 422729
225 SPRING STREET

FOURTH FLOOR

WETHERSFIELD CT 06109

Address of Semnvice (if different from attorney address above):

Party # 01 CHRISTINE LOHAN

]
Other Service Information

In the box below, please provide the name(s) and Address(es) of Service for any
other individuals served (400 Char Max):

22. Complete Certification of Service by filling in your individual juris number, telephone number,
and the date

| hereby Certify that a copy was mailed/delivered to all counsel and pro se parties of record.

Electronic Signature - Your individual JURIS # here: |

: Telephone: (OOLO00) ||

Enter Date Mailed/Delivered here: (MDD YY) |

23. Click the Continue button at the bottom of the page

24. Review the pleading/motion that you are filing to be sure the information is correct
Note: You may also want to print a copy of this pleading/motion to send to opposing counsel
because this is a system-populated form and not one that you have created. Be sure to use
the Print button in the window to print the document, not the button on your browser.

26. Click the E-File this Pleading button; a confirmation screen will appear

27. Print the Confirmation of e-filing screen that appears for your records

Note: This is the only opportunity you will have to print this page for your files. Once you click
on any one of the other buttons, this screen will disappear.
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E-FILING TIPS

Locate

a Case

There are three ways to locate a case in the e-file system:

1. Click on List My Cases to show all of the cases in which you have an appearance

2. Click on Party Inquiry to show cases involving a particular party, either a plaintiff or a defendant

with the letter(s) you have entered.

3. Click on Select Case only if you know the docket number of the particular case you wish to locate

View an e-filed document, a list of all e-filed documents, or judicial notices that have been filed

in acase

1. Click on the gray View Document List button on the Case Detail page

Case Detail

Select Desired Case Activity: |E-Fi|e An Appearance B4 GO |

Logged In: Juris |D# 4227238

View Document List ..

Data Updated as of: 8/19/2004

* Last Action Date

Plaintiff N\ame v. Defendant Name

MILLER,JOMNATHAN v. DONNELLY,MATTHEW

File Date: Aug 16 2004
T Aug 18 2004

Case Type: TORT.OTHER - DEFECTIVE PREMISES -PRIVATE-SNOW-ICE

Court Location: Bridgeport
Return Date: Oct 19 2004
ADR Status: [Not Applicable

List Type: JURY
Disposition Date:

Judge/Magistrate:

Disposition:

Trial List Claim: Aug 18 2004

2. The screen will show all complete information on all documents that have been filed in the case

3. Click on the page icon to the left of any e-filed document to view the actual document itself

5
5

a @ v ulg]

View Entry No. Filed Date

8/16/2004
8/16/2004
8/16/2004
8/17/2004

101.00 8/17/2004

102,00 8/17/2004

103.00  8/17/2004

Document Name Document Description Eﬁﬂ
SUMMOMS P
COMPLAINT P

RETURN QOF SERVICE P
APPEARAMCE Appearance D
MOTION FOR P
DEFALLT-FAILLURE

TO PLEAD

REPLY P

CLAIM FOR JURY OF P

&

Category
General
General
General
Appearances

General

General

General

Judicial Branch, State of Connecticut

Type only the first letter or the first few letters of the last name to see a list of cases beginning

Do not type the entire name if you are uncertain about the spelling of the name, though,
because the system will return no options on a misspelled name.
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E-FILING TIPS (CONTINUED)

Correct an incorrectly filed motion, pleading, or document

Choose Withdrawal from the search menu

Click Continue

Fill in the name of the document you wish to withdraw in the space provided along with the
remainder of the requested information

WITHDRAWAL

the space provided:

[T selectan

You may add a further description of this filing inI I I

Party Information

. Click next to each party name for which you are filing this document or Click "All’ You
must click next to at least one name.

Pleading/Motion/Other Being Filed

You have selected the following:

Defendant Parties:

[T 50 TRUMBULL TOWHN OF

Click Continue

Click Continue

© N o o &

DO NOT fill in the top part of the form regarding a withdrawal of action
Fill in the requested information at the bottom of the form

Check that the document you wish to withdraw is correctly listed in the form
9. Click E-file this pleading

Note: The document that was incorrectly filed will remain viewable in the document list even after
it has been withdrawn. Be aware of this fact when you are reviewing your document before filing.

Find a motion, pleading, or document to file

By means of the search mechanism

Judicial Branch, State of Connecticut

Use as few words as possible to describe whatever pleading you are trying to find. For example, if
you need to file a Motion to Set Aside a Verdict, simply type “set” or “aside.”

You may also type only the
first letters of the word and
hit Search to find a motion,
pleading, or document

If you type key words in
one order and get no hits,
reverse the order and try
again. For example, “jury
claim” yields no results, but
“claim jury” gives you the
form.

Select Pleading/Motion/Other to E-File

(Click on a category to list Pleading/Motion/Other available for E-Filing or enter criteria to
isearch for a Pleading/Mation/Other to select

Search Criteria |ver Search I

Affidavits | " MOTION FOR APPOINTMENT OF PERMANENT RECEVER
Agreement/Stip | " MOTION FOR DIRECTED VERDICT
Amendments | " MOTION FOR DISCHARGE OF RECEIVER

{” MOTION FOR JUDGMENT NOTWITHSTANDING THE VERDICT
Appeals




E-FILING TIPS (CONTINUED)

By means of the categories

Click on the category of the pleading that you wish to file

Most categories are self-explanatory and contain documents that
contain the main word listed. For example, an Objection to a Request
to Revise is found in the Objections category, but the Request to
Revise is found in the Requests category.

Each category lists the documents in alphabetical order

The General category includes all motions, demand for disclosure of
defense, compliance, brief, acceptance of offer of judgment,
application for capias, discovery responses, satisfaction of judgment,
offer of proof, and return of record.

The Pleadings category contains answers of all kinds, counterclaims,
cross complaints, special defenses, Certificate of closed pleadings,
claim for jury, disclosure of defense, disclosure of expert witness,
reply, setoff, and response to request for admissions.

The Service/notice category contains certification of service, notice of
bankruptcy, notice of filing of request for admission, return, return of
notice, return of service, and supplemental return.

The Withdrawals category contains all types of withdrawals, including
withdrawal of action, of action as to particular defendants, of
apportionment complaint, of certain counts of a complaint, of
intervening complaint, and of third party complaint.

Print a system-populated form after you have e-filed it

E A

Return to the case detail screen
Click on View Document List
Click on the page icon to the left of the document you wish to print

Click on the print button that appears at the top of the document window

Judicial Branch, State of Connecticut

Affidavits

Agreement/Stip

Amendments

Appeals

Def/MonSuit/Jgmt

General

Objections

Pleadings

Reports/Memos

Requests

Service Motice

Withdrawals
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CONTACTS AND SUPPORT

For further information or support on e-Filing, please contact:

For questions pertaining to E-Filing please email:

efile@jud.state.ct.us

For technical issues, please email:

eservices@jud.state.ct.us

Judicial Branch, State of Connecticut
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